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I. Objectives 
Participants will  be able to: 

o Install Zotero connector for Firefox  
o Collect citations from Fondren catalog, JSTOR, and Google Books. 
o Retrieve metadata for existing PDF files 

Add tags, notes, and attachments to a cBoles, J. B. (2012). University builder: Edgar 

Odell Lovett and the founding of the Rice Institute (Updated edition, Lousiana paperback 

edition.). Louisiana State Univiversity Press. 

o ollected citation 
o Organize your Zotero library  into collections 
o Use tag to filter  items 
o Insert citations and generate bibliographies in Word using the Zotero toolbar 
o Generate bibliographies with  Zotero 
o Use Zotero with  Google Docs 
o Sync reference data and file 
o Back up Zotero library  
o Create groups  

 
II. Introduction 

1) Zotero is a free, open source citation managing tool (current  version 5.0.90 
as of August 29, 2020). It  was originally  developed by the Center for History 
and New Media at George Mason University in 2006. It  has been an 
independent project since 2013.  

mailto:janezhao@rice.edu
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2) Zotero 5.0, which was released in July 2017, is a standalone application. 
Zotero standalone connectors are available for Firefox, Google Chrome, 
Safari, and Microsoft Edge that allow users to save items to Zotero directly  
from within  the web browser.  

3) Zotero was an extension for the Firefox web browser (released in 2006) or a 
standalone application (released in 2011). Starting with  the release of Zotero 
5.0 in July 2017, Zotero for Firefox and Zotero Standalone have been replaced 
by a single standalone application for users of all browsers. 
 

Features:  
1) Free, ease of use, compatible for PC, Mac, and Linux 
2) Automatically detects citation information  from library  catalogs and most 

databases such as JSTOR, ProQuest, PubMed, LexisNexis, EBSCOhost, Google 
Scholar, and Google Books. 

3) Works with  sites like NY times, Amazon, Flickr, and YouTube. For a complete 
list  of compatible websites, check 
https://www.zotero.org/support/translators  

III. Installing Zotero  
1) Download Zotero and install it.  

a. download link:  https://www.zotero.org/download/  
b. Zotero can be installed without  administrative privileges on most 

systems.  
c. Note, when you install Zotero 5.0, the Word processor plugins are 

bundled with Zotero and should be installed automatically.                         
2) Install Zotero connector for Firefox 

a. At Zotero download page, click on Install Firefox Connector button 

 

https://www.zotero.org/support/translators
https://www.zotero.org/download/
https://www.zotero.org/download/
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b. Click on Continue to Installation

 
c. Click on Add button. You should see a message of ȰZotero connector 

has been added to Firefoxȱ if things run smoothly. Click OK to dismiss 
the message. 

d. You will  see a Z icon appearing on the upper right  corner of the 
Firefox toolbar after installation. 

 
When you mouse over the Z, the tooltip  shows ȰZotero Connectorȱ.  

3) Install Zotero connector for other web browsers 
There are connectors for Google Chrome, Safari, and Microsoft Edge 
respectively. On the Download page, click Zotero Connectors for other 
browsers to download and install. 

 

IV. Using Zotero 
 

1. Getting stuff into your Zotero library  
 
When you view a web page with  items like books or articles, Zotero adds a new 
Save button to the &ÉÒÅÆÏØȭÓ tool bar, allowing you to save the citation, including 

book, journal article, newspaper article, film, and others. 
 

Activity  1: Adding a book record into Zotero from Fondren catalog 
1) Open up Zotero from the start menu. 

2) Go to the Fondren web site (http://library.rice.edu ) 

3) Type "University builder" into the search box, then hit Enter/Return on the 

keyboard or click the Magnifying Glass button.  

4) Click on the 2012 version of the book titled ñUniversity builder: Edgar Odell 

Lovett and the founding of the Rice Institute Updated edition.ò 

5) You should see a book icon ( ) (i.e. Zotero save button) appear on the Firefox 

toolbar.  Click on that icon/button to download the bibliographic record for the 

book into Zotero.   

https://www.zotero.org/download/
https://www.zotero.org/download/
http://library.rice.edu/
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6) A small pop-up box will  appear briefly below the Zotero save button indicating 

ñSaving to éò 

 
7) Inspect the record in the right-hand pane of Zotero.   

 
8) See the typo for the word Louisiana for the Edition field. Zotero captures the 

reference information accurately from the library catalog. The typo was in the 

library catalog and got carried over to the Zotero library.  

9) Click on the word ñLousianaò, correct the typo to ñLouisianaò. 

10) Inspect the captured reference information and make sure it is accurate and 

complete, and meet your standard. 

 

Activity  2: Adding a book record from Google Books into Zotero 
1) Go to GoogleBooks http://books.google.com/  

2) Type in Ȱ5ÎÉÖÅÒÓÉÔÙ "ÕÉÌÄÅÒȱ.  
3) Click on the first  item on the search result page. Close the search within  the 

book feature. 

http://books.google.com/
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4) You will  see this is an ebook. Zotero treats paper book and ebook the same 
way. 

  
5) Click on the book save icon in the Firefox tool bar to save it  to Zotero. 
6) Scroll down to the middle of the search result page, you will  see other 

editions of the book. Click on the first  one (i.e. the one published on May 31, 
2012), then click on the Zotero save button to save it  to the Zotero library.   

 
 

7) Inspect the captured metadata under the Info tab in the right  column. Note 
that the Place field is blank. This is because Google Books typically does not 
make publication place available.  

 
Note: Be aware that Zotero does not always get the complete bibliographic 
information due to the lack of the information from the original source. Check 
to make sure the captured data meet your standard. 

 

Activity  3: Finding duplicates 
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1) Click on Duplicate Items  on the left pane of 
Zotero interface.  

2) Zotero can automatically detect duplicates based on title, DOI, and ISBN 
fields. So the paper edition of University Builder we imported from the 
Fondren catalog and the Google Books are shown as duplicates in the central 
pane. 

 
3) On the right  pane, you can click on Merge 2 items, or go through the fields to 

choose which version you want to keep. 
Note: After removing the duplicate, we still have two book records of University 
Builder since one is a paper edition and the other is an ebook. They have two 
different ISBNs. In order to eliminate confusion when citing this item, you will  need 
manually delete one or the other.  

 

Activity  4: Downloading information  about an article from JSTOR into Zotero 
1) Go to the Fondren web site (http://library.rice.edu ) 

2) Click on Databases 

3) Type "JSTOR" into the search box, then click on the Go button 

4) Click on JSTOR (Online)  

5) Then in the search box of JSTOR homepage, enter buckyball "rice university". 

6) Select the first article in the results list. 

7) Click on the Download PDF to accept Terms and Conditions from JSTOR. 

8) Note how a page icon  appears on the tool bar of the web browser.  Click on 

the icon to download the record.  

9) Inspect the record.  Note the associated PDF file is downloaded too.  
 

Activity  5: Downloading multiple  items into Zotero 

1) Try the same search term buckyball ñrice universityò with Academic Search 

Complete  

http://library.rice.edu/
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2) On the search result page, see that yellow folder icon that appears in the 

Firefox tool bar.  Click it.  This will  allow you to download multiple bibliographic 

records at one time. 

3) You should now see a list of the articles listed on the results page.  Select a few, 

then hit OK.  

 
4) The bibliographic information  (or  "metadata") about those selected articles 

should now be downloaded into Zotero.  
 

 
Activity  6: Check Zotero preference settings 
 

For some databases like JSTOR and Academic Search Complete, Zotero 
automatically downloads the accompanying PDF.  
   

 
To enable this Ȱautomatically download the associated PDFȱ feature, 
Zotero->Preferences, make sure "Automatically attach associated PDFs and other 
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files when saving items"  is checked.  

 
Note: This feature of Ȱ!ÕÔÏÍÁÔÉÃÁÌÌÙ attach associated PDFs and other files when 
saving ÉÔÅÍÓȱ ÄÏÅÓÎȭÔ always work. When ÔÈÁÔȭÓ the case, you can download the file 
outside of Zotero. Then select the item, go to Add Attachment -> Attach Stored Copy of 
File... 

 

Activity  7: Downloading information  about an article from Google Scholar into 
Zotero 

1) Go to Google Scholar website at http://scholar.google.com/ 

2) Follow the instructions on Accessing Rice-provided articles in Google Scholar 
to link Google Scholar to the library 

3) In the search box, enter buckyball "rice university" 

4) On the search result page, next to Molecular Dynamics analysis of a buckyball ï 

antibody complex, click on Full View link 

5) Click on the  icon to download the record.  

6) If  you click on ViewIt@Rice link, it will  take you to the library OneSearch interface.  

http://scholar.google.com/
https://libguides.rice.edu/off-campus/articles
http://www.pnas.org/content/99/suppl_2/6466.short
http://www.pnas.org/content/99/suppl_2/6466.short
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7) If  Rice subscribes to this journal, you will  be able to see the full  text article. If  it asks 

you to sign in, that means Rice doesnôt subscribe to this journal and you will  not be 

able to view the full  text article.  

 

Activity  8: Adding existing PDFs to Zotero and retrieving  metadata for PDF 
 

Many researchers find themselves managing a massive collection of PDFs. Zotero 
makes it  a breeze to import  these PDFs. You can drag your existing PDFs into your 
Zotero library  (i.e. the middle column of your Zotero interface) or use the Ȱ3ÔÏÒÅ 
Copy of &ÉÌÅȱ option from the Add new item menu (green plus sign).  

 
 
1) Drag all the 3 PDF files in the pdf-4-practice folder to the middle column of the 

Zotero library.  
Note: When you drag the PDFs into Zotero, you are making a copy of the files and 

store them in the Zotero library. 

2) Once the three files appear in the middle column, Zotero starts retrieving metadata 

work. 

 
3) The Retrieve Metadata feature uses a Zotero web service to find item metadata. The 

Zotero client sends the first few pages of a PDF to the web service, which uses a 

variety of extraction algorithms and known metadata from CrossRef, paired with DOI 
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and ISBN lookups, to build a parent item for the PDF. The Zotero lookup service 

doesnôt require a Zotero account and doesnôt log any data about the content or results 

of searches. 

4) If  the retrieval process finds a match, you will  see a green check mark in front of the 

PDF file. Zotero automatically download the matching reference data and attach the 

PDF to create an item. If  no matching record found, you will  see a red cross mark in 

front of the PDF file.  

 
 

5) The PDF files will  also be automatically renamed with parent metadata.  

6) If  you donôt have ñAutomatically Retrieve metadata for PDFsò checked on the 

general preference, you can do manual Retrieve Metadata for PDFs. Select all the 3 

PDF files in the middle column. Right click on them and select ñRetrieve Metadata 
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for PDFò. 

  
7) Special notes to scanned PDF files 

When PDFs are added to Zotero library, Zotero uses tools from the Xpdf project to 

extract full -text content from PDFs for searching. You will  see on 

the right column when you click on the PDF file. 

¶ Since Zotero 5.0.36, the PDF tools are bundled with Zotero and do not need 

to be downloaded separately as in previous versions. 

¶ When you import an image based PDF file (i.e. the PDF file has not been 

OCRed yet before importing to Zotero), the PDF file will  be indexed. 

However, Zotero still canôt search it. That means indexing an image based 

PDF file doesnôt help search at all.  Only if  the scanned imaged based PDF 

has been OCRed before importing to Zotero, Zotero can then index it and 

search it. See below image, only OCRed image showed after putting 

ñrelationship marketingò in the search box.  
 

 

https://www.xpdfreader.com/
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¶ Whether the PDF file has been OCRed or not will  affect the Metadata 

Retrieval result as well. The PDF that has not been OCRed will  always fail 

during the retrieval process.  

 
 

¶ This indicates Xpdf works only with actual text based PDFs.  Zotero won't be 

able to search or retrieve metadata for image based PDFs that havenôt been 

OCRed yet. The easiest ORC test is to check whether you can select and copy 

text in your PDF reader with the text selection tool. If  not, it has not been 

ORCed yet, there is no way Zotero will  be able to read it. 
 

Activity  9: Annotating PDFs with  Adobe Reader and extracting annotations with  
ZotFile within  Zotero 
Zotero ÄÏÅÓÎȭÔ have functions to annotate PDF files directly. However, you can open 
a PDF file with  an external viewer such as Adobe Reader, annotate it, save it. The 
annotations saved within  that PDF file can be extracted using ZotFile that is a free 
Zotero plugin to manage PDFs for Zotero.  
 

1) In Chrome, go to ZotFile http://zotfile.com/ 

2) Click on Download button, on the download page, click on the .xpi file. 

3) Locate the downloaded .xpi file. 

4) Within Zotero, go to Tools->Add-ons, under Extensions, click on the Gear icon, 

choose  Install Add-on from Fileé, locate the .xpi file and install it.  

http://zotfile.com/
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5) Once ZotFile is installed, you can see the functions available on the pop-up menu 

when you right click over a PDF file. 

 

 

Activity  10: Adding attachments to an item  
 

1) Click on the Attachments icon (the paperclip icon in the center pane).  You can 

attach a file by choosing either to Attach Link to File or Attach Stored Copy of 

File.  You can also attach Link to URI.  

 
Note: By linking to a file, you create a file path to the document stored on your 

computer. (If you move the file, that link will  be broken.) If you choose to store a 

copy of the file, the entire document will  be saved in your Zotero database.  If you 

plan to back up your attachments to a server using Zotero, you should store the 

file. 
Alternatively, you can drag the file on top of the citation, which will  store a copy 

of the file in Zotero. 

2) Attach Link to URIé enable you to add a lin k to a web page 
 

2. Organizing Your Zotero Library and Taking Notes 
 

The Three Columns of the Zotero Window  Interface 
1) The left column contains your full  library (ñMy Libraryò) and your individual 

collections, which are subsets of ñMy Libraryò. The file cabinet. 

2) The middle column shows the items in the collection that is highlighted in the left 

column. The file folder. 

3) The right column shows information about the item that is selected in the middle 

column. The individual record. 
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Organize Your Zotero Library into Collections 

 
Activity  1: Creating a new collection 

You can create as many collections as you like to store and manage your projects. An 
item can be stored in multiple  collections.  Every item resides in My Library, which 
is like a master collection. 
To create a collection: 

1. Hit the new collection icon ( ) in the left pane and enter a title, such as "Rice 

history."  

2. You should see a folder with your title appear in the left pane; it will  be 

highlighted.  We'll be putting stuff there in a moment. 

3. You can create sub-collections by right clicking on a collection and choosing 

"New Sub-collection" 

4. Create two sub-collections under Rice history and name them ñRice Institute 

1912-1960ò and ñRice University 1960 ïò respectively. 

 

Activity  2: Adding items into a collection 
You can easily drag and drop to move items around.  To move an item into a 
collection, select it  with  your mouse and drag it  to the collection folder.  Hold down 
the shift key to select multiple  items. Hold the control  key to pick and choose items. 
 

1. Drag the item University builder to the Rice history collection. 

2. Drag the item University builder into the Rice Institute 1912-1960 sub-

collection. 
 

Activity  3: Sorting items in a collection 
You can easily rearrange the order of items in your collection.  Click on any heading 
in middle pane to sort by that category (e.g. Creator, Title, Date); to reverse the 
order, click again. 

 

If you would like to add or remove a heading, click on the spreadsheet icon in upper 
right  corner of the center pane and select the appropriate headings to add or 
uncheck the headings to remove. 
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Activity  4: Deleting items  
1. To remove an Item from a collection, go to the collection, select the item and hit 

the Delete key, or right-click (control click on Mac) and select ñRemove Item 

from Collectionéò. This will  remove the item from the collection. But the item 

will  not show up in Trash can. You will  still have the item in your library. 

2. To delete an Item from library, make sure My Library is selected, select the item 

and hit the Delete key, or right-click and select ñMove Item to Trashò. The item 

will  be moved to your trash can, where you can restore it if  you want. After you 

empty the trash can, you canôt restore it any more.  

3. To delete a collection: Select the collection, and hit Delete key, or Right-click on 

the collection (control-click on Mac) and select Delete Collectioné from the 

drop-down menu. The deleted collection will  not show up in Trash can. In other 

words, you canôt restore it. Items within the collection will  not be deleted. You 

will  still have the items in your library.  

4. To delete Collection and Items, Select the collection, Right-click on the collection 

(control-click on Mac) and select Delete Collection and Itemsé from the drop-

down menu. Both the collection and Items within it will  be deleted. The deleted 

collection will  not show up in Trash can. The Item within it will  show up in 

Trash can. You can still restore the items but canôt restore the collection.  

 

Activity  5: Basic searching within  Zotero 
You can search all textual information  in Zotero, including bibliographic 
information,  notes, tags and the text of HTML pages and PDF files (provided they are 
not image-only PDFs). 
To do a simple search across all of your data: 

1) Click in the search box and enter a search term, such as Rice. 

2) As you type, Zotero will  display all items in your collection that meet the 

criteria.  The results will  appear in the center pane. 
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3) If  you'd like to restrict your search to a particular collection, click on that folder in 

the left pane, then run your search.  If  you want to search across collections, make 

sure that your library is selected. 

4) To return to all of the items in your collection (rather than just those that met your 

search criteria), click the little "x"  in the search box. 
 

Activity  6: Running an Advanced Search 
1) Click on the magnifying glass icon at the top of the center pane to open the 

Advanced Search window. 

 
2) In this window, you can filter items by the content of specific fields or by other 

properties, like item type or the collection an item belongs to. Multiple filters can 

be set up by clicking the plus button. 

3) To save a search, click the ñSave Searchò button in the Advanced Search window 

and provide a name for the search. Saved searches can be edited or deleted by 

right-clicking the Saved Search and selecting ñEdit Saved Searchéò or ñDelete 

Saved Searchéò, respectively. 

4) When you save an Advanced Search, it appears as a collection in your library (but 

with a Saved Search icon,  , instead of the regular collection icon). Saved 

Searches are continuously updated. For example, if  you set up a Saved Search for 

ñDate Addedò ñis in the lastò ñ7ò ñdaysò, the saved search will  always show the 

items that have been added in the last 7 days. Another example, if  you set up a 

Saved Search for ñRice Universityò in ñTitleò, any new items that meet the 

criteria will  be automatically added to the saved search. Saved searches only store 

the search criteria, not the search results.  

 

Tag Items with  Personal Keywords 

 
Activity  7: Adding tags 
 
Tags are descriptive terms to an item to make it  more easily searchable. Tags enable 
you to organize your Zotero library  in another way.  
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1) Click on the item University builder, then click on Tags, click on Add, type in 

ñFounding of Rice Instituteò, then hit return or enter. Click on Add button again, 

then type in ñRice Historyò. 

 
2) Click the tag ñRice Historyò in Tag Selector Box in the lower left corner to see all 

items with that tag. Click Ȱ2ÉÃÅ (ÉÓÔÏÒÙȱ again to deselect the tag and go back to 
the default setting. 

 
3) If you see orange color tags for an item, go to Preferences->General; if  you 

have Ȱ!ÕÔÏÍÁÔÉÃÁÌÌÙ tag items with  keywords and subject ÈÅÁÄÉÎÇÓȱ checked, 
you will  see orange color tags downloaded from the source when the item is 
downloaded. If you ÄÏÎȭÔ want to have this feature, uncheck the box under 
the tab of General in the Zotero Preferences. 
 


